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PREPARING 850 FOR USE 
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Ll. The on/off switch is located on the controller below the disc stations. 


oe When the 850 is switched on it will run through a 10 second automatic | 
diagnostic check. After this has happened a message saying "DISC NOT, } 
READY" will appear in the display. You will notice that the arrow in the ' 
display is pointing towards the left. This means that it is the deft hand . 4 
station that is active when the system is switched on. ‘ ea 


3. Insert your disc in the left station following the directions on the disc for 
the correct insertion, then close the station door. 


4, If you have inserted a disc not previously used the display will show "NEW 
DISC?", If-this is: the -case-press DELETE plus CARRIER -RETURN to 
accept the message. The 850 will then set up the sectors on, the dise for 


you. 
* 
5, If the disc you inserted is a previously used disc the display will show: 
"READY". 


6. Check that you have a printwheel and ribbon in the’ typewriter. 


fx You are now ready to use the 350. 


NOTE : t a 
There are seven pre-set conditions for the 850 when it is switched on, these 
are:- 
= No tabs Margins 12 & 84 
Print on Proportional Spacing 
Single Spacing Auto Carrier Return Active 


Left Station Active 


ain 


~ DOCUMENT INDEX 


Remember 

i. Tne Document ingéa is the list of titles that you nave siored on tne disc. 
This index is the way to find out not only what is on the disc but also how to 
locate individual documents. 


2. To print out a Document Index: 


+ 


"READY" must be in the display 
| L 


Press PRINT and DOC 


J 


The Index will now print out 


If you wish to stop the Index printing, simply press the RED stop button. 


(NOTE: pressing the FILE/INDEX key from READY will step you through the 
document index, i.e. each title (starting with the first on the Index) will appear 
in the Display 


3. If you need to print out only part of the Document Index: 


Press INDEX until you reach 
the first title you require 


J 


Press PRINT and DOC 


J 


The remaining titles on the Index will now print out 


CREATING A DOCUMENT AND STORING IT 


Remember 


be 


In order to store a document on the disc it must have a title. This title 
can hold up to 13 characters. The title is typed from "READY" in the 
displey. As soon as you start to type, the werd "TITLE" will appear in the 
display. 


Ze There are various messages and prompts that the 850 gives you, normally 
these are answered by saying "Yes" = Carrier Return (Accept) or 
"No" = Stop key (Reject). 
3 Sequence 
Action . Message in Display 
" READY" 
Type the title for 
the new document ~ ~ “>? NTTTLE: xxxemx’ 
ACCEPT new document title — — "NEW DOCUMENT?" 


Answer this question = Yes 


ue 


L 


= ACCEPT 
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acaaian Beg. Doc Format Cursor End Doc 


J 


(Format can be set) 
Type the document 


1 


End last paragraphs 


with two carrier returns oF 
a " 
PRESS FILE/INDEX — —~ — "READY" 


As soon as File/Index is pressed the document is stored permanently on 
the disc and the document title has been placed on the Document Index. 


SYMBOLS 


cocce 
eneve 
evece 
secce 
eecce 
secee 
vocece 
occce 
eccce 


Document 
Start 


eevee 


O = 


eeoee 
eocee 
eeoes 
eesoe 
eeove 
eocce 
evece 
eeoce 


eeoce 
eosee 
eocoe 
eeace 
eeooe 
eosce 
eooce 
eocee 


esorces eooce - 


Format Cursor Document 
End 
Document Start - indicates the beginning of the 


document. This symbol will always remain at the 


- beginning of the-document. 


Format - the format is the margin and tab settings, line 
spacing and document information. It is automatically 
input into a document when a title is accepted. The 
system uses a standard format, or the one that was last 
set into the Display Typewriter, which can if required 
be easily changed. 


The Cursor - the cursor is a position indicator. It 
moves across the display as you type each character 
and is always to the left of the next character to be 
acted upon or typed. When the cursor reaches the right 
edge of the display it stops and the characters move. 
past it. 


Document End - indicates the end of the document. 
The symbol moves across the screen as you type until it 
reaches the right hand edge. It will remain there to 
indicate the end of the document. 


When the 850 is switched on there are certain pre-set conditions which exist on the 
machine. These are:- 


Pitch S Proportional Spacing 

Margins = 12 and 84 

No tabs are set 

Automatic Carrier Return in active ( i.e. ON) 

Print is active (i.e. when you type the text ‘vill orint on the paper 2s well as 
appearing on the screen). 

Left hand station is active 

Single line spacing 


Errors 

Any errors that are made are corrected by backspacing and re-typing. (You will 
“g» notice when you backspace the the character you are backspacing over disappears 

> from the screen.) 
Automatic Carrier Return 
_ The 850 uses a seven space right hand margin zone. A space typed in this zone will 
automatically convert to a carrier return. A hyphen typed in this zone will 
automatically be followed by a carrier return. 


The Automatic Carrier Return looks like this in the Display: 


You will need to carrier return yourself on short lines (e.g. headings) and paragraph 
endings only. The symbol that will then appear in the display is as follows: 


Note The automatic carrier return will convert back to a space if the line length 
is altered by amendments. 


The required (manual) carrier return will always remain as a carrier return. 


FORMATTING 


1. You can only set/change a format when a document is in the workspace. 


2. A format may be set at any point in the document you require. The 
symbol for the format will show in the Display at the point set. 


as Enter the "FORMAT BLOCK" by pressing the key marked FORMAT. 


4, Further depression of the format key will step you through the 4 options 
in the format block. It is not necessary to step through each of the 
options available every time you set a format if you do not need to alter 
those options. i.e. 


if it is margins only that are to be changed - simply change 
them and then accept (carrier return), 


if it is the tabs or line spacing that is to be changed -simply go 
to that option, make the change and accept. 


The 4 options in the Format Block are:- 


MARGINS: 12 84 Margins are changed by typing the new 
a setting for the left margin, then touching 
CHAR, which moves the position indicator to 
84, and typing the new right margin setting. 
Previous margins are deleted when new ones 
are typed. A second depression of CHAR wil 
return the position indicator to the left 
margin setting. 


TABS: -“Tabs- are set~by-typing in the number from 
ae the keyboard. When typing the number the 
line disappears from the display. To set the 
tab you need to press CHAR before typing 
the next setting required. A tab setting is 
deleted by pressing DEL + CHAR when the 
tab to be deleted is "underlined" by the line 
indicator. All tab settings may be deleted by 
pressing DEL + LINE. 


Tabs will automatically be shown in the 
display in numerical order no matter in which 
order they are entered. A maximum of three 
tab settings will be displayed at one time. 
Other settings are viewed by moving forward 
or backward with CHAR and RVRSE + 
CHAR. 
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LINE SPACING: 1- 13 23 Line spacing is selected by using CHAR to 
ry move the position indicator (the line) to 
desired line spacing. 


DOC. INFO. Up to 150 characters may be typed in here to 
further identify the document. 


The format is ACCEPTED into the document by touching RETURN. Touching 
STOP removes the format from the display and does not enter it into the 
document. 


READY" 


1 


Type title 


L 


Press Format 


Press Format 
Press Format 


Press Format 


Accept 


‘ 


Type document 


eI 


Press File/Index 


To record a document, setting the format and ’storing-on the disc. 


Accept, Accept 


select required margins 
select tabs if needed 
select required spacing 


type in any extra document 
information required 


Ending with 2 carrier 
returns 


{to store the document on _ 


the disc) 


RECALLING STORED DOCUMENTS 


Remember 


There are three ways to call into the dispiay 4 Gocumciit previously stored. 


SEQUENCE 
"READY" 
Press INDEX Type the Title of Press DOC 
(First Title in the Document required (Last title in 
Display) (exactly as originally Display) 
i typed) | 

Keep pressing - as Press Reverse and Index 
INDEX until required until required title is 


title is in display in Display 


a — a ——— 


AY 


Beginning of Document in Display 


MAKING AMENDMENTS TO PREVIOUSLY STORED DOCUMENTS 


To add in text - Find the point of insertion by moving the 
cursor through the display or SEARCHING 
to the point. 


- Type in the required text. Limit = Spare 
capacity of the disc. 


- If adding in underlining, this will only 
show in the display and not on the paper. 


To delete text - Find point of amendment 
- DELete + CHAR/WORD/LINE/PARA 


- NB: Cursor must be to the left of text to 
be deleted. 


- Deletions can also be made by back- 
spacing over text (characters) no longer 
required, (cursor to the right of text). 


Transposing Characters - If you have 2 characters that are 
; transposed i.e. "teh" instead of "the". 
Move the cursor between the 2 transposed 
characters (e.g. e & h). Press RVRSE + 

MERGE. 


Reformatting 


When amendments have been made to a document it is necessary for you to re- 
adjust the line lengths. This is called Reformatting. Reformatting is one of the 
options available in the OPTIONS BLOCK. Any work that has amendments 
made to it should be reformatted prior to playout. 


To Reformat Text 


Having made ‘the amendments to the document, REV DOC so that you are at 
the beginning of the document. Press CODE + FORMAT. Keep pressing 
Format until "REFORMAT?" appears in the display, ACCEPT this message and 
the following one which is "MARGIN ZONE 7". The document will now be 
reformatting i.e. the line endings will be adjusted to fit the margins and tabs 
set for the document. 


If the 850 stops at any time during Reformatting, with some words in the 
display and a flashing underscore under some of the characters, it is asking for 
a hyphenation decision. At this stage simply press DOC to continue the 
reformatting process. Hyphenation decisions during reformat are covered 
further on in this book. 


COs 


Storing a Document that has had amendments made to it. 

There are three choices as to what to do with a revised document. 
Ls Reject the revision (i.e. original information only is kept). 

2 Store the revised version but lose the original text. 


oth the origina! and the revised versions of the cocuiici.t. 


Revisions have been made to Document 
(no matter how minor) 


FILE/INDEX 


{ 


“SAVE REVISION?" 


Accept = Yes STOP = No 


| 


Document Title in Display 


i“ N 


Accept Type in New Title 


L 


Accept 


! 


READY 


Revised Version Both Versions Original Version 
Stored. Stored Stored 
Original Version (Under different Titles) Revised Version 
Lost Lost 


Sh 


SEARCH 


You have three ways in which the SEARCH key can be used on ‘the 850. 


Le Press SEAR. TH ance "FORWARD TO:" displayed. 
Type text to be located. 
Accept. 

Ze Press SEARCH twice "REVERSE TO:" displayed 


Type text to be located. 


-~Arceept 


Be Press SEARCH three times "TO PAGE NUMBER: 2" displayed. 
Type figure of page number to be located. 
Accept 


(Searching to page number will be covered 
more fully at a later stage.) 


NOTE: 


The 850 can only find text that is on one line. 


If the 850 does not find the text you requested "NOT FOUND" will be displayed in 
the screen. 


The 850 remembers the last text you searched for and this will be displayed the 
next time the SEARCH key is pressed. 


When searching by page number - each time the Search key is depressed for 
the page search action the number in the display will automatically increment. 


mote 4. 


CENTRING AND CENTRE BETWEEN 


CODE + 4 


l. To centre a heading berweer the margins, use CODE + % at the margin. If 
PRINT is on the heading will not print on the paper until you carrier 
return. When you do carrrier return the heading will automatically centre 
between the margins. 


2. If you give a centre instruction (Code + 4) when you are not at the left 
hand margin i.e. not following a carrier return, the message "CENTRE 
BETWEEN" will be displayed. Also the margins that are set at that 
moment will be displayed. If you wish the heading to be centred between 
these margins, ACCEPT the message and type the heading. If you wish to 
change the margins, do’ so by typing the figures for the left hand, press 
CHAR to move the dotted line to the right hand figure and type the right 
margin required. Alternatively you can centre over a given point by 
typing the same number for both left and right positions. After changing 
the margins, accept them, then type the heading. 


The CENTRE BETWEEN message will appear if you embolden a centred heading 
using the carrier return method of emboldening. 
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Word 


Line 


Whole Document 


Paragraph 
Character 


Series of words 


Part of a word or phrase 


TO. DELETE. UNDERLINING 


UNDERLINING 


UND + WORD either before or after typing the 
word. (If after, do UND + WORD before typing 
the space following the word). ert 


UND + LINE, after typing the line, before the 
carrier return. Usually used for headings. 


UND +DOC before typing the document. 
UND + PARA before typing the paragraph. 
UND + CHAR before typing the character. 


UND + PARA before typing the words to be 
underlined. At the end of the words to be under- 


lined press STOP or CHAR. This will cancel the 


underlining instruction. 


e.g. "England", (minus) 


Type the characters, move. the cursor back to 
the first character to be underlined and 
underline by CHAR. (Appears in display, does 
not underline on paper until printout). Remem- 
ber that CHAR is a repeat key so by holding 
down UND + CHAR you can underline several 
characters quite quickly. 


DELete, UND + (CHAR, WORD, LINE, PARA, 


.. DOC). Cursor must be at beginning of 


underlined text. 


«fh ~ 


INDENTED PARAGRAPHS 
To indent paragraphs, tabs must first be set in the format at the required 
settings. 


There are two keys to move the carrier to these tab settings. 


The Upper Tab Key 
The upper tab key is used for "first line indent". That is, when only the first 


line of a paragraph is to be indented. An automatic carrier return following a 
line beginning with the upper tab key indent will return to the left margin. 


Upper Tab Key 
Lower Tab Key | 
The lower tab key is used for paragraph indent. When the lower tab key is used 
on the first line of a paragraph, the system automatically returns the carrier to 


the indent level on all following lines of the paragraph. A required (manual) 
carrier return will return the carrier back to the leit hand margin. 


eee ee ee 


-Lower Tab Key 
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OPTIONS BLOCK 


To enter the Options Block you must be in a document. Options can be entered at 
any time within the document, to come out of the Options Block at any time and 
return to the document press STOP. 


The options with boxes following them are activated or de-activated by touching 
CHAR which puts in or removes an X. Options with question marks following them 
are accepted by touching RETURN or moved past and ignored by pressing FORMAT 


again. 


To enter the option, - CODE + FORMAT 


PRINT 


PITCH PS. 10 12 


LANGUAGE 


MARK REVISIONS 


CODE PRINT 


AUTO CARRIER RETURN 
PAGE STOP AT 


PAGE FEED LINES 


AUTO PAGE NUMBER 


Standard condition of PRINT is active. This option 
allows you to input with or without printing on the 
paper. It is used for input only and whether active 
or inactive has no affect on printout. 


Standard .condition. is..proportional .spacing. .To 
alter setting, press CHAR until line is beneath 
required pitch setting. 


Standard condition is English (1), to alter, key in 
number of foreign language. Ability to work in 
foreign languages is to allow for "dead" characters 
for accents etc. 


Standard condition inactive. When activiated this 
option will highlight revisions by placing a K in the 
left margin. (Must be activated prior to making 
revisions) Symbol is also displayed in screen and 
entered into the document. 


Standard condition inactive. CODE PRINT activ- 
ated will print all codes on the paper. (Stop Code 
(3) does not stop playback when code print is on). 
The &50 will not reverse print when Code Print is 
on. 


Standard condition is active. 


Standard condition is 58 lines and inactive. Used 
to contro! page length during input and/or for 
playout. 


Standard condition is 70 lines and inactive. Used 
with continuous stationery. 


Standard condition inactive. Choice of 6 settings, 
will automatically insert page number during input 
or playout in position chosen. If one of the top 
positions is chosen the 850 will not number the 
first page but will automatically number from page 
two. 
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SP. PAGE NO. 2 


AUTO PAGE ASSEMBLE? 


DELETE REVISION MARKS? 


JUSTIFY 


REFORMAT? 


MARGIN ZONE 7 


MAXIMUM SPACE 7 


The 2 indicates the automatic page numer. Up to 
14 characters can be typed around the page number 
to customize numbering (i.e. add a label). (Page 
no. can be taken out if required by backspacing 
over the code 2) Text in the Sp. Page No. option 
can only be taken out by backspacing over it. 


When accepted this option automatically paginates 
the document exactly to PAGE STOP AT setting 
regardless of where the pages end in relation to the 
text. 


When accepted this option deletes the revision 
marks from the document. 


Standard contition is inactive. Achieves flush right 
hand margin. 


When accepted this option will reformat the 
document, (adjust line length, indentations etc.) 
Allows for hyphenation and page end decisions. 


If Reformat has been accepted and JUSTIFY is 
inactive, this is the next message in the display. 
This is the margin zone within which the system 
will automatically end lines during a reformat. 


When JUSTIFY is active, this message will be 
displayed instead of Margin Zone. Equals max- 
imum inter-word spacing (measured in units) for 
Justification. 
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REFORMATTING 


Whenever a document is revised or the format is changed, it will need to be 
reformatted. Reformatting should be started at the beginning of a document if the 
whele document needs adjusting or at any point within the document. For instance, 
if only one paragraph is changed, you might start reformatting from the beginning 
of that paragraph. A reformat operation may be stopped at any point by pressing 
nro. 


HYPHENATION DECISIONS 


During a reformatting process the system may need help from you to make 
hyphenation decisions. If the system cannot read a space or carrier return within 
the margin zone, it will stop and display the word for a hyphenation decision. The 
display will show the word in question with flashing underlines indicating the 
margin zone and showing the cursor at the margin end as in the example below: 


At this point you may: 
Type a hyphen at the cursor position, 


Move the cursor backwards with RVRSE + CHAR to a suitable place and 
type the hyphen, 


Press DOC, this tells the system to go beyond the right margin and end 
the line with the whole word. 


If you have a compound word that can be split but not hyphenated such as 
administrative/secretary" or "mother-in-law", move the cursor beyond the 
"7" or the "=" and touch Carrier Return. 


If you notice a typing error in ycur display when the system has stopped for a 
hyphenation decision, touch STOP, correct the error, move the cursor to the 
beginning of the paragraph and start reformatting again. Remember, hold down 
CODE and touch FORMAT. Then hold down FORMAT until REFORMAT appears in 
the display, touch RETURN twice. 
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JUSTIFICATION 


To Justify the text in a document, the option JUSTIFY must be activated. A 
document should always be reformatted prior to printing justified copy so that 
the 850 can calcualte the line lengths and allow for hyphenation decisions. The 
maximum amount of space the system will put between words is set at 7 units. 
This amount may be raised or lowered by typing in the desired number at the 
MAXIMUM SPACE option line before it is accepted. 


Reformatting for Justification 


During reformat if a hyphenation decision is required the system will stop and 
display the word in question. The underlines shown with the word in the display 
indicate the text within which the line MUST end to stay within maximum 
spacing and still jusify. The number of characters underlined will vary 
depending upon character width and number of spaces within the line. 
Decisions are made in a similar way as non-justification reformatting. 


If suitable, type a hyphen where the cursor is positioned 
Move the cursor back to a suitable place and type hyphen, 
Press DOC to instruct the system to put the whole word on the next line. 


This cancels the maximum interword spacing for that line and the system 
will add as much space as necessaary to justify the line. 


For compound words move the cursor to a suitable place and return the 
carrier for example "administrative/secretary”. 
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AUTOMATIC PAGINATION 


The 850 will automatically repaginate your document during REFORMAT if the 
option PAGE STOP AT is activated. The standard line count set is 58, this 
allow 1" top and bottom margins on A4 paper. 


The 850 counts the lines as single lines, not typed lines. If double spaced, there 
would be 29 lines of typing to the setting of 58. 


When the selected line count is reached the system automatically inserts a 
PAGE END CODE follwed by a FORMAT CODE. (The Page End Code is the 
how the 850 identifies a page). When the selected number of lines falls at the 
FIRST LINE. OF. A-PARAGRAPH or the SECOND TO -LAST -LINE. OF A 

H, (widows and orphans) the system will stop reformatting and the 
display will show the last few word of the line and the following symbols. (The 
850 is asking for a decision from you where to end the page.) . 


This tells you that it is an inappropriate place to end the page (NOTE: because 
of the ordinary carrier return). When this occurs, move forward or backwards 
one line in the Display by pressing LINE or REV. + LINE. until the display 
shows a required carrier return (indicating a paragraph end), then ACCEPT page 
end by touching RETURN. 


At the point where each page is to end the 850 will insert a page end code - 
however because this is a machine set code, should further amendment or 
further pagination be made to the document the $50 will automatically take out 
these page end codes and insert them again in the new position. 


PAGE NUMBERING 
The 850 will automatically insert correct page numbers in the pre-selected 
position when AUTO PAGE NUMBER in the options block is activated. Each 


depression of CHAR at the AUTO PAGE NUMBER option moves a small 
triangle to the selected position. The positions available are:- 
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Upper Upper Upper Lower Lower Lower 
Left Centre Right Lert Centre Right 


When none of these positions are selected AUTO PAGE NUMBER is inactive. 
a ae 


REQUIRED PAGE END CODE 


Code + 2 inputs a required Page end Code from the keyboard. This code will not be 
removed during a repagination. _— 


A required Page End Code must be entered at the document end to instruct the 850 
to number the last page of the document..when.using the lower page number 


positions. You might also enter a required Page End Code (CODE + 2) where a 
short page was the end of a section, or chapter etc. 


Required (operator set) Page End Code 


eooeee 


ican Machine set Page End Code 
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MOVING TEXT WITHIN A DOCUMENT 


The action of moving text within a document is called MERGING. Principally 
there are three steps involved and it is not relevant how much text is to be 
moved as this does not affect the sequence In any way. 


Sequence 


Having called the document to be worked on into the workspace. 


1. 


Find the point of insert. (i.e. where the text is to be moved to). Do this 
be either stepping through the text or searching for the insert point. 
Check that the cursor is in the correct position. (NOTE: remember to 
make allowance for carrier returns, tab indents or end of sentence 
spaces). 


PRESS MERGE: ‘the symbol! that will appear is as follows: 


é 5 ee Point of Insert 


Move the cursor (by searching or stepping through the text) to the 
beginning of the text to be moved. 


PRESS MERGE: the symbol that will appear is as follows: 


Beginning of text to 
be moved 


Move the cursor to the end of the text to be moved. 


PRESS MERGE the third depression of MERGE actions 
the move. It starts so quickly that it is 
not possible to see the 3rd merge symbol. 
If you could it would look like this: 


End of text to be 
moved 


Important 


While carrying out a Merging action it is not possible to do any other function 
on the 850 i.e. you cannot delete, backspace or type in. 


If you wish to delete something immediately following the text you are moving 
Say, a code 3, move past this before doing the 3rd merge and then delete it by 
backspacing over it once the merge has been completed. 

As soon as the merge has finished you will find that the cursor has returned to 
the point of insert i.e. where the first merge was placed or in other words, after 
the material that has been moved. "It has gone back to where it came from". 

If for some reason you want to "come out" of merge before it has completed 
(before the 3rd depression of merge), perhaps one of the merge symbols is placed 
at the wrong point, press STOP. The screen will go blank for a few seconds 
while the 850 clears the merge action. When it has finished doing this you will 
find the cursor is at the point you placed the first merge instruction. 

Reminder 

1. Go to point of insert - press MERGE. 

2. Go to beginning of text to be moved - press MERGE. 

Ds Go to end of text to be moved - press MERGE. 


4, Action will be completed and cursor is back at original point following the 
insertion. 
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COPYING MATERIAL FROM ANOTHER DOCUMENT 


Call up document that is to be amended. Advance to the point of insert 


-sand press MERGE (1). 


FILE this document. (The title of the first document on the Document 
Tadex will be in the display). Step through the titles, or type ‘he ‘title 
required - Accept. 

Move the beginning of text to be copied. Press MERGE (2). 

Move to end of text to be copied. Press MERGE (3). 

The text will now automatically copy into the original document at the 


point indicated. When the merge has completed the cursor will be at the 
point the first merge was put. I.e. after the insertion. 


COPYING MATERIAL FROM ANOTHER DOCUMENT 
ON ANOTHER DISC 


Sequence 

Le Call up the document where the insertion is to be made. Find the 
point of insert. Press MERGE. 

2 FILE this document. The first title on the Document Index on this 
disc will display. Press PARA (to move to other station). Select title 
required on this disc and accept. 

Be Move to beginning of insert. Press MERGE. 


4, Move to end of insert. Press MERGE. 


as Material will be copied into original document on first disc. Cursor 
will be after insert in that document. 
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STATUS 


The STATUS key (located on the left side of the keyboard) brings a block of 
information into the display. This information is related to the document 
currently in the workspace, but does not alter the document in any way. 


Each subsequent ucpicssicn of STATUS (or RVRSE + STATUS) display a 
message line. Depressing STOP returns the document to the diplay. The 
following message lines will always appear in the STATUS block. 


TITLE The display will show an arrow 
indicating the active disc and the 
name of the document presently in 
the workspace. 


PAGE NUMBER The display will show the current 
page number when the document 
consists of more than one page. 


LINE NUMBER The display will show the current line 
number within the page or document. 
This will assist you in deciding where 
to end your page. 


DISC SPACE LEFT The display will show the amount of 
available recording space remaining 
on the disc. 


At times, other messages will also be displayed in the STATUS block. For 
instance, the STATUS block will show the first and second steps of MERGE 
action. 


REMEMBER 


Status can be used at any time while working on a document. It will not in 
any way affect that document. 
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‘DOCUMENT LINK 


It is possible for you to link several of the document titles on a disc under 
one title. This could be used as a form of very simple paragraph-selection 
or when it has not been possible to type a document Completely under one 
title. Linking documents together does not duplicate them, all you are 
doing is telling the 850 to group together several titles under one main 
title. As such, you then have access to the document through two titles, 
the one you originally gave the document, and the link title which accesses 
all the documents in the order linked. 


To Create a Document Link 
Li From READY press CODE + RETURN. Display will show "TITLE:" 


De Type in a title for the Document Link and touch RETURN to accept 
this title. 


3. The Display will now show "NEXT DOC?" 

4, Type in the title of the first document you wish in the link. (You can 
either type in this title, or step through the titles in the Display by 
pressing FILE/INDEX.) 

ae When the title required is in the Display, touch RETURN to accept it. 

6. The display shows "NEXT DOC?" 

7. Enter the next title required and Accept it. 


8. Continue until all titles required are linked. 


9. Touch STOP to exit the Document Link mode. 


If you print out a document index of the disc containing a document link 
you will notice that the sector numbers for the original documents and the 
sector numbers for the link document title are the same. 


If you wish to you can revise a Link Document. If you accept revisions the 
link document will be placed on a different part of the disc and you will 
have the original documents unchanged and the Link document with the 
alterations. NOTE Revisions made to the link document are not made on 
the original separated documents. call 


Making Several Document Links 


If you have several different document links to make, you may do them all 
at the same time. 


When you have all the documents linked into your fist title, instead of 
touching STOP to exit the Document Link Mode vou. 


1. From "NEXT DOC?" press CODE + RETURN. 


2. The system will flash TITLE and the first character of the original 
Document Link title followed by two spaces and the number 1. It has 
automatically titled the next link for you. 


Bn The display will then say "NEXT DOC?". Type in required title and 
accept, repeat as necessary. 
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DUPLICATION AND DELETION OF DOCUMENTS AND DISCS 


To Duplicate .a Document 


4 
' 
ae 


l. 


Call up the title of the dccument to be duplicated into tie screen, The 
. hemeqemnms ae . . . . . 
arrow will be pointing to the disc containing this document. 


DO NOT ACCEPT. 
Press MERGE. 


The same document title will be displayed but the arrow is now pointing 
to the other disc. 


Accept if correct, if incorrect reject by pressing STOP - Display will 
return to READY. 


If the message "DUPLICATE TITLE?" appears: 


If you accept this message the 850 will duplicate the document you 
asked but you will lose the document with that title on the second 
disc. 


If you reject this message the display will show "TITLE:" so that you 
can type in a new title for this document. NOTE: the document will 
retain its original title on the first disc but will be stored under the 
new title on the second disc. : 


To-Delete a Document 


Call up the title of .the .document to. be.deleted.{do not accept the 
document into the workspace). 


Press DELete + DOC. 


If you typed in the title to call it to the display the screen will return to 
READY. 


If you stepped through the Index to find th title the display will show the 
next title on the Index. Reverse + Doc to return to READY. 
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To Duplicate a Dise 


check that the arrow is pointing to the disc you wish to duplicate and that 
the display says "READY". 


Press MERGE. 

display will show the message "DUPLICATE DISC?" and the arrow will 
point to the station containing the disc you asked the 850 to duplicate. (In 
other words - "do you want to duplicate the disc in this station?" 


If this is the correct station/disc ACCEPT the message. 


If it is not the correct station/disc then reject the message (STOP). The 
Display will return to "READY". 


To Erase a:Disc 


A disc is automatically erased when another disc's contents are duplicated onto | 


loos 


To erase a disc you are in fact erasing the Document Index on that disc. 


Sequence 


i 


From READY and arrow pointing at disc you wish to erase press DELete + 
DOC. 


The message "ERASE DISC?" appears with the arrow pointing to the 
station containing the disc you asked the 850 to erase. 


If this is the correct station/disc then accept the message. 


If it is not the correct disc reject the message - the display will return to 
"READY". 
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ALTERNATING DOCUMENTS 


Sequence 


Ls 


Call up First Document Title inte Display. Accept Title. CODE + FILE 
INDEX. 


Ready will show in Display. 
Call up second document title. Accept. CODE + FILE/INDEX. 


The title of the first document will now be in the display. If this is the 
document you wish to start working with, accept the title. If it is not, 
accept the title, CODE + FILE the docurnent and accept “the other 
document title which will now be in the display. 


It does not matter which document you store first as an alternating Document. 
When you have selected an alternating document, both documents go back and 


forth, frorn work space to disc as the alternate. 


You can alternate two documents from two discs if you need to. To do this 
follow procedure given below: 


L. 


Having inserted both discs. Call up from one disc one of the titles you 
wish to work with. Accept it and CODE + FILE it. 


You are now at "READY", press PARA to take you to the other station. 
Select the title required on this disc. Accept it and CODE + FILE it. You 
will find that the title of the first document will now be in the display. 
Work on documents in norma! manner as required. 
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RIGHT FLUSH CODE 
CODE + 1 


To right flush text use Code + 1. The right flushed text will print out 
with the last character falling on the point where the code was entered. 
Code + 1 may be entered at any carrier position. Text follewing this 
code will not print out until a tab or carrier return is entered from 
the keyboard, it will then print right flushed. 


It is normal to set a tab for the point you require the text to right 
flush. 


The right flush code is useful in many areas e.g. for a small column 
of figures in the middle of text, to right flush information at the right 
hand edge of the paper like an address or series of references. 


HEADERS AND TRAILERS 


When using the same page header or trailer on every page, add it t 
the document after paginating. If the header or trailer is 15 characters 
or less, it can be typed in the SP. PAGE NO. option and printed at 
the selected position in the AUTO PAGE NUMBER option. The headers 
or trailers would not be stored with the document so do not have to 
be removed for revisions and/or repaginations. 


When the header or trailer is longer than 15 characters, link the documents 
together then, paginate the link using a lower line count in the PAGE 
STOP AT option to accommodate the addition of a heading or footing. 
When the document is paginate, create a program to search to Page 
End codes, move to the correct position, and add in the header or trailer. 
Because the headings and/or trailers are part of the "link" and not 
the individual documents (set of pages), they will not need to be removed 
for revisions or repagination. 


VARIABLE FOOTNOTES 


When there are several pages in your document that have variable footnotes, 
record the document without any footnotes and then record all the 
footnotes in a separate docunt. When typing is complete, change the 
line count in PAGE STOP AT option to allow room for the addition 
of the footnotes, reformat and paginate the main document. 


Designate the two documents as Alternating Documents and merge 
in the footnotes on the appropriate pages. 
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PRE-HYPHENATION 


Documents may be created with non-required hyphens to eliminate 
hyphenation decisions during reformat. CODE + 0 produces a non-required 
hyphen which will drop during a reformat if the hyphenated word falls 
before the margin zone. 


DASHES 


At times you may need a required hyphen that does not automatically 
generate a carrier return if it falls in the margin zone. CODE + HYPHEN 
produces a dash. Use this’ for typing telephone numbers, social security 
numbers etc. 
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DIAGNOSTIC CHECK 
The 850 has many ways of checking all its components to ensure all parts 
of the system are functioning correctly. 


When the 850 is switched on it carries out a 10 second check of the system 
before displaying the first message. 


There is a further way to check the system when you suspect it may not be 
functioning correctly. 


Diagnostic Disc 
This disc is distinctive in that it has a "D" on the protective cover. You 
can use this disc when you suspect a system problem. If during this test a 


fault is found 6 digits will be shown in the display. 


The digits indicate a percentage ratio to certain areas of possible fault. 


Beneath the disc stations is a flap, behind which is the diagnositc panel 


(flap should be gently pulled down). 


At the top of the panel are seven bulbs - which light in different sequences 
according to the function being tested. 


This panel is used in conjunction with the diagnositic disc to pinpoint 
system problems. 
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To Run a Diagnostic Check 


le Check the light combination on the panel below the disc stations, 
lamps 1 and 2 should be on. Any other lights that are one will not 
prevent you from running the check. 


2. If lamps | or 2 are off you may not be able to run the check. 


a Display should read "DISC NOT READY" - check there are no discs in 
controller. 


4, Insert Diagnostic disc in the left station, close the door. 


2 Within 10 seconds on inserting the disc press the test button on the 
diagnostic panel. 


6. If the test button is not pressed quite quickly you will probably get 
the message "NEW DISC?" in the display - in this event still press the 
button - DO.NOT TOUCH THE RETURN OR THE STOP KEY5. 


7. If the test finds no faults the display dots will all light up - eject disc, 
switch 850 off to cancel diagnostic mode. 


Bs If test finds a fault the display will show a "D" followed by 6 


numbers, take a note of these numbers as well as the lights on the 
panel. Contact service. 
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STATISTICAL TYPING 


To achieve automatic alignment of figures is columns it is necessary to set 
a tab for the beginning of the column and a Special Instruction Tab for the 
longest figure in that column. There are two ways-to set up formats for 


- statistical typing on the 850. 


. METHOD ONE 


Ls Enter the format block, set required margins. 


a Move to the Tab Option, *type the figure for the beginning of the 
column. 


3. To set a special instruction tab, hold the CODE KEY down while 
typing the figure. (Press CHAR to set tab in normal manner).** 


4, Repeat from * to ** as required. 
ws Set line spacing if necessary and accept the format. 
METHOD TWO 


This method is where the 850 will space out the columns for you and then 
tabs are set by spacing across to the appropriate positions. This method is 
covered in greater detail later. 


Centring Headings Over Columns 


To centre a heading over a column where special instruction tabs are set, 
use CODE + 5 at the beginning of the line. 


Centring Headings Over More Than One Column 


If you wish to centre a heading over more than one column you can set a 
format -to allow for this wide column and then -change-the format for the 
individual column headings. 


Alternatively if you use CODE + 4 away from the left margin you will get a 
CENTRE BETWEEN message. You can then type in as the margins in this 
message the width of the column to be centred over and accept the 
message, and then type the heading. This means that you would save the 
time of setting another format. 


Sequence 


a) Set format required for columns. 


b) To centre heading ove: two/three (etc.) of the columns. Space away 
from the left margin (one space is enough). Code +4, The CENTRE 
BETWEEN message will appear. Type in the left hand edge of the 
column as the left margin in this message. Press CHAR and type in 
the right hand edge of the column for the right margin. 


Cc) Alternatively type the centre point of this column in both the left 
and right margin settings. 


d) Accept the CENTRE BETWEEN message. Type the heading. 
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Underlining for Totals 


The 850 will automatically underline to the width of the column (providing 
§.I.T's are set). This is achieved by tabbing to the column and pressing 
CODE + UND, the 850 will not underline until the next tab or the carrier 
return is pressed. To flush underline figures, type the figures then CODE + 
UND before tabbing to the next column. It is possible to automatically 
double underline simply by pressing CODE + UND, UND. 


Tabbing Across 
Use the lower tab key for the 850 to automatically line up the figures. 


Columnar Data 


The following keys and functions are considered by the 850 to be columnar 
data i.e. will align within the column 


ct 
(e) 
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Space 
Required Space 
: Underscore 
- Required Hyphen 
+ Half Line * 
Reverse Half Line 


Pound Signs and right parentheses are not columnar data. Pound signs are 
always printed at the tab setting (left side of column) and will not be 
moved from that position when the figures are aligned. Right Parentheses 
are automatically placed following the right side of the column. Alpha 
characters (text) are not columnar data and will not algin within a column. 
For this reason you must use the number "1" and "0" and not "el" or letter 
"o" when typing statistical material. 


When a column contains only text you would not mark the right side of the 
column with a Special Instruction Tab. Text material is not columnar data 
and would not align. 


Non Columnar Data in a Column 


If $.1.T. is set for a column of figures but you need to type text in that 
column on one of the lines, use the UPPER TAB KEY to tab across to that 
column instead of the lower tab key. Using the upper tab key will negate 
the right range instruction for that one column. If text is to be centred use 
either Code 5, Code 4 or space in and centre manually. If this text is to be 


right ranged move to the end of the column and use Code 1. 
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Columnar Data Outside the Column 

To put columnar data to the right of the column, type upto the last figure 
to be aligned, type a required backspace, type two coded spaces and then 
the character(s) to be to the right of the column. 


Decimal Point Alignment 


Tr alien figures oi the decima. puint as well as the end of the coiumin st is 
necessary to: 


a) set the tab for the beginning of the column as normal. 

b) Seta Special Instruction tab for the decimal point position. 

c) Set a Special Instruction tab for the end of the column. 
NOTE 
It is not vital to have print on when typing figurework, but this does make 
typing columns of figures easier. If PRINT is on, then within the column 
the figures and headings will not print out on paper until you move to the 
next column or carrier return. The headings will be centred and the figures 


will line up. 


If adding in figures as an amendment and PRINT is on - these figures will 
not automatically align until the document is played back. 
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AUTOMATIC SPACING OF COLUMNS 
AND 
SETTING TABS USING THE CARRIER 


Automatic Spacing of Columns 


Ls 


2s 


Open an umicled uocument. 
Enter format, set margins to the width of the paper or typing line. 
Clear all tabs. Accept format. 


Enter OPTIONS BLOCK. AUTO CARRIER RETURN should be de- 


activated, JUSTIFY should be active. Press STOP to come out of 
Option Blcok. 


Carrier Return ONCE. 


Type two spaces (this is for the left margin spacing, if you are setting 
margins yourself do not type these two spaces). 


Type longest line in first column. NB. If words make sure that any 
spaces between them are CODED SPACES. 


Type two spaces, type longest figure, type two spaces, type longest 
figure etc. . 


After last column figure has been typed, type two spaces if you wish 
the 850 to calculate the right margin for you. 


ONE Carrier Return. 


Reverse Doc, Print Doc. The columns will be spaced across the 
paper. 


File document, reject "SAVE DOCUMENT" message. 


NOTE: If this function does not work check: 


a) Auto Carrier Return is off, and that the carrier returns in this 
untitled document are non-required returns. 


b) Justify is on. 
c) A single carrier return before and after the line. 
d)  2ordinary spaces beteen columns 


e) Coded spaces between any words in a column. 
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Setting Tabs Using The Carrier 


1. Having achieved a printout of the spaced out columns, title document 
to be recorded or return to main document. 

Be Enter FORMAT block (so that Margins are displayed). Check that no 
tabs are set and return to Margin line of format, i.e. Press Format = 
Margin line, press Format = tab line, DEL + LINE to clear any tabs. 
Reverse + Format to return to Margin Line. 

3. Press PRINT + LINE (the line underline the left margin setting will 
disappear). 

4, By spacing across move to the left hand margin position on the played 
out copy. To set the left margin press the HALF LINE KEY. 

5. Space to beginning of figure column. To set ordinary tab, press the 
LOWER TAB KEY. The display will automatically move to the TAB 
line option in the format block. 

6. Move to the end of the column. To set the special instruction tab 
press the UPPER TAB KEY. 

7. To set the right hand margin, move to position and press CODE + 
HALF LINE KEY. The display will automatically return to the 
MARGIN line in the Format Options. 

8. Set line spacing if necessary. 

9. Accept the format, carrier return and start typing the figures. 

NOTE: 

Ls If the document contains text and figurework it is important that as 
soon as the figurework is completed that you remove the S.I.T. tabs 
from the format and re-engage Auto Carrier Return. If you do not do 
this the text will not format correctly. 

Zs Auto Carrier Return and Justify Options are only de-activated and 


activated respectively to allow for the automatic spacing out of 
columns. If you are setting the format manually (i.e. typing in the 
tab settings) you do not need to alter these options. Because an S.LT. 
tab format is set the 850 will automatically "de-activate" Auto 
Carrier Return (even though it is still activated in the Options) until 
anon S.1.T. format is recorded. 
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